Appendix A — Program Claim Submission
Check List

IHCDA has provided a series of checklists that are to be used each time a claim is submitted to IHCDA.
This checklist contains a summary of the documentation required for each program and will assist in
ensuring that the necessary documentation is submitted with each claim and that Grantees do not submit
extraneous documentation.

OSubmit Lead Clearance, appraisals and Contract Execution forms before submitting a claim
OSigned Claim Receipt Page(s)-signed by authorized signatory
OClaim Summary Pages

OOther Support Documentation including:
oGeneral Ledger
o One (1) page summary of expenses sorted by address and administrative expenses by
individual including hours and rate of pay
o All invoices/receipts relating to construction and rehabilitation work sorted by address
o All administrative invoices/receipts sorted by address

OSubmit Lead Clearance, Appraisals and Contract Execution forms before submitting a claim
OSigned Claim Receipt Page(s)-signed by authorized signatory
OClaim Summary Pages

OOther Support Documentation including:
oGeneral Ledger
o One (1) page summary of expenses sorted by address and administrative expenses by
individual including hours and rate of pay
o All invoices/receipts relating to construction and rehabilitation work sorted by address
o All administrative invoices/receipts sorted by address



OSubmit Lead Clearance, appraisals and Contract Execution forms before submitting a claim
OSigned Claim Receipt Page(s)-signed by authorized signatory
OClaim Summary Pages

OOther Support Documentation including:
oGeneral Ledger
o One (1) page summary of expenses sorted by address and administrative expenses by
individual including hours and rate of pay
o All invoices/receipts relating to construction and rehabilitation work sorted by address
o All administrative invoices/receipts sorted by address

OSubmit Lead Clearance, appraisals and Contract Execution forms before submitting a claim
OSigned Claim Receipt Page(s)-signed by authorized signatory
OClaim Summary Pages

OOther Support Documentation including:
oGeneral Ledger
o One (1) page summary of expenses sorted by address and administrative expenses by
individual including hours and rate of pay
o All invoices/receipts relating to construction and rehabilitation work sorted by address
o All administrative invoices/receipts sorted by address



oSubmit Lead Clearance, appraisals and Contract Execution forms before submitting a claim
oSigned Claim Receipt Page(s)-signed by authorized signatory
0Claim Summary Pages

0Other Support Documentation including:
oGeneral Ledger
o LOCCS Draw Request Form
o Housing/Rental Assistance Reimbursement Form
o Monthly CSBG Reimbursement Claim

oSigned Claim Receipt Page(s)-signed by authorized signatory
oClaim Summary Pages

0Other Support Documentation including:
OGeneral Ledger
oLOCCS Draw Request Form
oHousing/Rental Assistance Reimbursement Form
oMonthly CSBG Reimbursement Claim
oAdministrative Invoices/receipts where the amount charged to the program equals or exceed
$200+

oSigned Claim Receipt Page(s)-signed by authorized signatory
oClaim Summary Pages

0Other Support Documentation including:
o General Ledger
oAdministrative Invoices/receipts
oRental Assistance and Financial Services Reimbursement Form-1f Applicable
o HMIS Case Management Summary-Rapid Rehousing and Homeless Prevention only



oSigned Claim Receipt Page(s)-signed by authorized signatory
0Claim Summary Pages

0Other Support Documentation including:
0 General Ledger
oHousing/Rental Assistance Reimbursement Form
oAdministrative invoices/receipts where the amount charged to the award equals or exceed $200

oSigned Claim Receipt Page(s)-signed by authorized signatory
oClaim Summary Pages

oOther Support Documentation including:
0 General Ledger
oHOME TBRA Rental Assistance spreadsheet
oAdministrative invoices/receipts where the amount charged to the award equals or exceed $200

oSigned Claim Receipt Page(s)-signed by authorized signatory
oClaim Summary Pages

0Other Support Documentation including:
0 General Ledger
0One (1) page summary of completions claimed, name and address, date of interim or final audit
inspection and the total dollar value of that address’s weatherization work.

oCopies of all administrative invoices/receipts where the amount charged to the award equals or
exceeds $1,000



oSigned Claim Receipt Page(s)-signed by authorized signatory
0Claim Summary Pages

0Other Support Documentation including:
0 General Ledger
oCopies of all administrative invoices/receipts where the amount charged to the award equals or
exceeds $1,000

oSigned Claim Receipt Page(s)-signed by authorized signatory
0Claim Summary Pages

0Other Support Documentation including:
O General Ledger
oCopies of all administrative invoices/receipts where the amount charged to the award equals or
exceeds $1,000

oSigned Claim Receipt Page(s)-signed by authorized signatory
oClaim Summary Pages

0Other Support Documentation including:
o General Ledger
oCopies of invoices/receipts for all air conditioners during summer cool
oCopies of all administrative invoices/receipts where the amount charged to the award equals or
exceeds $1000.
OTransmittals for all 3rd party claims



oSigned Claim Receipt Page(s)-signed by authorized signatory
0Claim Summary Pages

0Other Support Documentation including:
o General Ledger
olnvoices/Receipts for homeowner repairs and preventative maintenance
oCopies of all administrative invoices/receipts where the amount charged to the award equals or

exceeds $1,000

Any Development Fund award that is made in conjunction with a Grant agreement is subject to
the documentation and eligibility standards of the program associated with it



